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Process Return from Leave action PA40 
 

Change History 

Update the following table as necessary when this document is changed: 

Date Name Change Description 

11.12.04 Emilie Miller Edit 1 

11.17.04 Emilie Miller Edit 2 

11/16/05 Chylynn Hansel Edit 3 

Purpose 

Use this procedure to process a Return from Leave for an employee. 

Trigger 

Perform this procedure when an employee is returning from leave. 

Prerequisites 

• In HRMS, the employee must have been placed on leave using the Paid Leave of Absence 
action or the Unpaid Leave of Absence action. 

Menu Path 

• Human Resources � Personnel Management � Administration � HR Master Data � 
Personnel Actions  

Transaction Code 

PA40 

Helpful Hints 

• If the employee is on an extended leave of absence, you may have to adjust the Unbroken 
Service date, Anniversary date, and Seniority date in the Date Specifications infotype 
(0041). For information about making these adjustments, see Update Date Specifications. 

• For rules about adjusting Date Specifications, refer to: 

• WAC 357-31-345 

• WAC 357-46-055 

• Agency bargaining agreements 



 
 

Title: Process Return from Leave action 
Processes :  

Sub-Processes :  
HRMS Training Documents 

 

State of Washington HRMS 

File name: 
RETURN_FROM_LEAVE.DOC 
Reference Number: 91 

Version: Testing Team Draft Script 
Last Modified: 12/19/2005 9:05:00 AM 

SAP Parent
Page 2 / 6

 

 

The system may display three types of messages at various points in the process. The 
messages you see may differ from those shown on screen shots in this procedure. The types 
of messages and responses are shown below: 

Message Type Description 

Error 

 

Example:  Make an entry in all required fields. 

Action: Fix the problem(s) and then click  (Enter) to proceed. 

Warning 

 

Example:  Record valid from xx/xx/xxxx to 12/31/9999 delimited at end. 

Action: If an action is required, perform the action. Otherwise, click  

 (Enter) to proceed. 

Confirmation 

 or  

Example:   Save your entries. 

Action: Perform the required action to proceed. 
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Procedure 

1. Start the transaction using the above menu path or transaction code PA40. 

Personnel Actions 

 

2. Complete the following fields: 

Field Name R/O/C Description 

Personnel no. R This is a unique identifying number assigned by HRMS for 
identification purposes.  This number will follow the employee 
throughout his/her employment with the State of Washington.  
This will replace the use of identifying employees by social 
security number. 

Example: 20000163 

From R The effective date of the action. 

Example: 7/16/2004 
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3. Click  (Enter) to validate the information. 

4. Click the gray box to the left of . 

5. Click  (Execute). 

Copy Actions 

 

 

6. Complete the following fields: 

Field Name R/O/C Description 

Reason for Action R It stores the reason that an action has been performed. 

Example: 01 Return LWOP-Leave w/o pay 
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7. Click  (Enter) to validate the information. 

8. Click  (Save). 

Copy Organizational Assignment 

 

9. If necessary, make any changes that are needed to the fields. 

10. Click   (Enter) to validate the information. 

11. Click  (Save). 
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Copy Date Specifications 

 

12. Make adjustments to dates as needed. 

13. Click  (Enter) to validate the information 

14. Click  (Save). 

15. You have completed this task. 

Result 

You have returned your employee from a Leave of Absence. 

Comments 


